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INIRODUCT ION 


These days Education Departments in different States are engaged in the task of preparing 
curricula in different vocational areas for the higher secondary Vocational stream, If such 
curricula are to have any value, they should be based on sound and practical principles, 

Effective teaching depends on many factors, but unless a teacher is able to organise 
instructional material into worth-while educative experiences, many of these factors will 
lose thoir potentialities. 

Although a course of study is necessary for all instructional areas, it is or even 
greater significance in situations where manipulative processes are involved, When learning 
deals with performance type activities, some kind of analysis is necessary. Otherwise it will 
bo impossible to identify and assemble a core of essential skills and related knowledge which 
will achieve desired goals, Furthermore manipulative operations require a certain sequential 
order of performance. Therefore, teachable content must have a logical aid methodical manner 
of presentation. Without good instructional organisation, learning is likoly to bo haphazard- 
and ineffective, Therefore identification of minimum competencies is an essential oxorcige before 
designing and planning suitable curricula for vocational subjects. 

Accountancy and Auditing is one of the most denandol subjects under the scheno of 
Vocationalization of Education in different States. But unfortunately the course by and 
largo remains traditional in nature. The needed skill training is not being imparted properly, 

t 

Theory and practice do not go together. The teachers do not have dlear idoa/ibout practical^ 
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Therefore, acne drastic changes are nccessaiy in the process of 
curriculun planning, 

The Departnert of Yocationalization of Education of the KCERT organise! a workshop 
at the HIE Canpus, How Delhi from 14th to 20th Sept. 1984 for identification of nininun 
vocational competencies in (1) Accountancy and Auditing and (ii) Taxation Practices and 
to spell out knowledge, skills and personality traits components. In this workshop 
the jobs, duties end tasks have been systematically analysed by anunbor of experts, field 
workers, teachers, curriculun franers in order to identify nininun vocational conpetcncics 


in the area concerned. 

In tho area of Accountancy and Auditing the experts identified 7 job opportunities 
under wage and self-enploynent with 78 frequently perfornoi tasks and duties and 11 course 
objectives. Tho curricula developed in the workshop include class-wise course content, 
tine allocation, list of books and equipnont, staff and space requirononts, etc. for 

inplononting tho course on systematic lines. 

It is hoped to the present exercise - designing competencies based curriculun 

which has been done on the basis of job analysis and actual duties perfomed by the 
accounts clerks and audit clerks in various offices will prove useful for tins students, 


teachers, teacher-educators, curriculun planners, accountants, auditors, enployers and 


i i a 


j «1 | ■ 

public at largo. In fact this will help in caking the program e really job and onploynent oriented 
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J.IHIMUM VOCATIONAL COMPETENCIES iTAOCOOlIMffl AND AUDIT MG- 

it! 

i * 

1- SCOPE OP THE VOMOT (Job Opportunities): 

Ii WiiOE MPBOYMI M 

1, Accounts Clerk/Accounts Assistant 

2* Book Keeper 

3. Cash!ci/Cash Clerk/Cask Counter Clork 
4* Bodgor K cop or/Ledger Clerk 
5. Cost Clork/Cost Assistant 
Audit Clork/Audit Assistant 



Performing independently accounting activities under any 

I 

of the aforesaid jobs* 






2. Mm TO BE PERFORMED UNDffi ELiCH JOB 
JOB * /.ccounts Olerk/Accounts Assistant 


i) Eocordlnc financial transactions and naintaining related looks 

# 

and records 

ii) a)Rcceiving end processing Billa/Vouchers and ether docunents concerning 

* i* 

Purchases, sales, receipts and payments and checking their accuracy includin’ 
treatment cf invoice and Account/Salos. 
b Preparing supporting Accounting Vouchers, 
c)Entoring in cash bools:, journal, ledger and other hooka of Accounts 

iii) Preparing bills for Pay and Allowances and other sundry statements 

iv) Calc ula tion of the deductions in respect of Income-tax, Provident Fund and 
entering then into pay-rolls of staff 

v) Preparing periodical returns and statements of expenditure, receipts, etc, 

vi) Maintaining Providont Fund Accounts, incorporating monthly contributions, 
withdrawals, accruals,ofI interest, etc, 

vii) Preparing Bank Reconciliation Statement, Trial Balance, Final Accounts with 
usual adjustments* 

viii) Operation of calculation Machines 

i i 

ix) Undertaking rectification of errors, if any. 

x) Reporting to appropriate accounting authorities• 




JOB: BOOK-KEEPER 


i 

lif 

i) Receiving end arranging the docunonts (bills/vouchors, invoices etc. 
in serial erder) 

ii) Entering the accounting transactions in the proper hooks of 

n 

accounts with the holp of supporting accounting vouchers, 

iii) Totalling and balancing of different books of accounts, 

iv) Preparing the Trial Balance 

v) Piling the documentary evidence pertaining to the financial transactions. 
* 

vi) Operation of calculating Machines 

vii) Proparin; Debtors Statenonts and Creditors Statonent. 

« 

/' 

viii) Preparing property schedules 

# 

• JOB: ITOffi CIM/LDGffi KEEPER 
Tasks to bo performed: 

i) Receiving bills, cheques, drafts, debit notes, credit-notes 
and other vouchers from cash section and other departments for 
making necessary entries in various accounts, 

ii) Malting entries in relevant ledgers 

A 

I 

iii) Calculating interest duo and payable 

i 

" \ 

iv) .Ascertaining the balances of various accounts 



v) Operating calculating nachincs 
* 

vi) Preparing cxtracts/statoncnts fron lodgers for 
sending then to custonors fron tine to tino. 

Til) Attending to custonors' enquiries 

j 

viii) Preparing abstract statement fron the lodgers indicating 

* 

dayb transactions for tallying by Cash Sect bn. 


JOB: OASHIER/OaSH CIM/CnSH COMER 01M 


1. Making and raaalriM parntfi : 

t 

i) receiving cash at the counter fron custonors and other parties 
ii) receiving cheques* drafts* postal orders* and noncy orders 
Hi) Qjjijing paynent of wages* salaries etc, to staff against the pass oil bills* vouchers etc 

iv) Counting cash, oxanining currency notes and coins to detect counterfeit ones. 

v) issuing receipts for the renittances received under (j) & (li)ahove 


U) obtaining receipts for the payments nade, 

vii) hooping cash aid other valuables in Cash-chest* Vaults and Strong-roon. 

rtii) iopmitiii; »«, irt» «*■* “ *'• ircIBrin!: ******* 

■ for the sane 

ii) riWimn MW fra tn Mi projrtE UUs/thwt. for tto 


IUUU* 




x) spiriting calculating machines 
& 

2. Maintaining record of cash transactions 

i) Making entries of receipts and payments in the cash hook and other relevant 
registers 

ii) raking entries of drafts, postal orders, nonoy orders etc, in the 'Valuables 
received register 1 

iii) closing records at the end of the day hy totalling/halancing the sane 

iv) preparing daily statenents of receipts aid payments 

PR 

v) scnlir laid in hills, vouchors, slips etc, to lodger clerk for posting 

0 J* 

vi) renduring periodical statenents of cash transactions to supervising authorities 

t 

m 

vii) assisting accountant in the preparation of 'Bank reconciliation statement, final accounts 
end budgets 

3, fiontrollina potty c ash transactions 

i) advancing the inprest nonoy to the petty cashier and keeping its record. 

ii) verification of petty cash hook entries 




■-JOB: COST 0IM/Q03I ASSISTANT 
Tasks to tie performed: 

i) Making entries in the stores ledger from the related documents, 

ii) Preparing materials, abstracts.and wage sheets. 

iiij Preparation of statement of primary aid secondary distribution of overheads, 

A 

iv) Computing labour hour ratc/nachine hour rate 

A 

v) Preparing cost statements 

Vi) Assisting Cost Accountant in calculating production/operation costs for 
• use in framing estimates and preparing profit and loss statements, 

vii) Presenting tabulated date in prescribed forn/nanner to 'the cost accountant, 

viii) Preparing simple marginal cost statements 

ix) Operating calculating machines 


JOB; AUDIT CLERK 

i) Examining documentary evidence of business transactions in order to detormine its 
- authenticity validity and accuracy 

ii) Checking arithmetical accuracy of accounts 


iii) Verifying the titles and cxistance of fined assets, 

iv) Ensuring proper distinction between capital aid revenue items. 
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v) Bisurtng compliance with the Statutory Requirements^/?, ESI, ISI, Audit Report etc. 
?i) Detecting the errors and frauds and getting then corrected. 

vii) Reporting to the appropriate authorities regarding truth and firnnoss of accounts, 

m 

viii) Providing assistance in interpretation of figures or ratios. 

ifc 

H Undertaking investigations and pr paring reports thereof 

* 

x) I'repr.rin;; and implementing' audit programme 

M 

xi) Maintaining audit notebook: and working papers 

xii) Conducting test checks 

xiii) Helping the external auditor in the above natters. 

i 

Xiv) Reviewing the systems and procedures for the purchase, storage, issue of materials. 

xv) Ensuring minimization wastage and elimination of abnormal wastage of materials 

xvi) Ensuring a proper distinction between wastage, scrap, defectives and seconds 

* IU 

zvii) lotir Gtaorocil w&stajOi Exonininf thut it is propGrly tro&tGd in costing 
xviii) xkrducing suitable internal checks in purchase, store and issue procedures, 
xix) Reviewing) the systems and procedures for hiring and compensating the labour force. 

Uj 
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not) Suggesting steps to eliminate abnornal wastage of labour. 

xtt) Checkin;' tho tino kookinG c.nd tine keeping records. 

* 

xxii) Examining naxinun utilization of fixed costs. 

f* 

xxiii) Helping in: 

a) Examining the system of accounting in forco. 

b) Testing the -validity!soundness) of the internal control. 






m ^ * 

i 

3. M ilulISIS (Identification of Knowledge, Skills and 

Personality Traits) 


JOB- ' wimr 


ii-W 


ll 


MS uSSISTJT 


So, 

A 


M 


T 


*04 


2 

•Hms 


vi vl 




U Recording; iimnoul 
transactions atd maintaining 

vtl,'' 


"i* r; mil Records 


2(rjRcccivin^' mad processing 
• Bills/Vou.cliers/other 
documents conccriuag purchases, 
calcs proceeds and payments 
and chocking their accuracy 
(including i..vclvi ^ ‘'mount 
sales) 


Knoulcdgi ' ■'’•'i '^ractice/Skill p eraonality Traits: 

_2_ L _4_L_ 


- accounting Principal! 
and Methods 


Type of Accounts 

Books of jiccounts 

Entering, posting anl 
closing the accounts 

nills, Vouchees and 
other relevant document 


Ability tff apply 
the principals 
and methods of 
accounts 

Preparation of 
different books 
of accounts 


Comaonsonso 


Neatness 
Good handwriting 
loyalty 
Efficiency 
Accuracy’ 


■!■ Invoices and Accoun 
sales 


- ability to process (Analytical ability 
s the bills/vouchcrs/lAccuracy 

and other docunontsfHoncaty 

- Preparing accounts ^ ec i SiTcnc33 
on the basis of 
the above documents 


INoutness 


2(b)Proparing supporting Accounting 
- -Vouchers ■ 


Iced of the supporting 
Accounting Vouchers 


* Preparation <t 
Invoices and Account 
Sales 

Ability to prepare Uccuracy 
Supporting Accounting) Ooflnonsmso 
Vouchers for all SEhfilstyitdng, 
business transactions Analytical ability 

fatness 


A Format of suet 
vouchers 
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5, 'Preparing Bills for pay 
and allowances and other 
statements 


Hates and scales of 
pay and allowances 


4« Calculation of the 
dedications in respect 
of In coco fiu, provident 
fund.and entering 
thocr into pay rolls of 


- Permissible Hates of 
deductions to be made 
on various accounts 

- Format of Pay rolls 


- Ability to prepare Handwriting, 

the Bills for pay and - Aocouracy 
Allowances - Efficiency 

- Promptness 

- Commsense 

- Anaylitical 

- Neatness 

- - Accuracy, 

the deductions in '• Practical 
respect of income - Promptness' 

tax and provident - Oonmonsenso 

fund - Analytical 

- Neatness 


5* Preparing periodical 
returns and statements 
ol expenditure receipts 
MC. 


Purpose of different 
returns 


- Ability to prepare 
periodical returns 
and statements of 
expenditure id 
receipts etc, 


6.' XaintiWoo cf provident - Provident Fund, ESI 
fund Accounts, BSliFiployees and EFPS Rules 
State Ir.sljj.'iu:oe)SFPS(l(iployees 
i Family He^cicn Scheme 
inoortsomtUu itohiv ■ Bonn rules 
« “ntributifc, rithdrirtal - Treatment of accrual 

accruals of interest etc, of f n i 0r ^l „ „ 


Provitat tad, 111 - “2 “f 

•* B! Mffi t u Jrntl 

)S 

- Ability to work out 
loan rules interest at 

Treatment of accruals pernissible rates - 

Pfiqq BonVq/" of’P # F, 

Neet for P/F Pass Books/ Pagg Bookg/ i stoteEent 

annual statements. flf ^ individual 

employees 

1 - Processing loan/ 

withdrawal 

application 


- G-ood memory, 

- Alertness 

- Accuracy 

- Analytical ability 

- leatness 

» (Jommonsense 

- Promptness 

- Accuracy 

- Neatness 

- Promptness 

- Good handwriting,^ 

- Efficiency 

- Good memory 

- Patience 

~ toon sense 






■^IIW 


MmW tm*** i * Wi ii JfrM ^iii ifr ».u»^MiM *fc ^ t «w *-» 


| V J “ ■ 


t * f 

#MHMMi h nft il -4 >m i# 'tant i^|im* l \W*«( r 
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3 




i 


otakner.t r Trial Blanco and 
Pinal Accounts with usual 


bank reconciliation 
tateucnt 


) qtFiO 

‘±* u >j 


Orcpwing Bank Reconciliation - flank reconciliation - Ability to prepare 

siatenent 

- 2rial Balance 

- Various types of Jdjn® •■ Ability to prepare 
•• closing entries ting Trial Balance 

■ Final Accounts - Ability to pass 

• Format of the above 

- Closing Entries 

- Ability to'prepre 
Pinal A/co, 


OtmQTVijn 


8, Operation or calculation 


; 4 ’ichinc 


leu of var'ous 
calculating ft dunes 

Various pujposes for 
rhicn mobiles are 
used. 


Ability to perate the 
machines and achieve 
desired results.- 


0. Undertaking Rectification 
of Erroro 


Various types of errors- Ability to identify 

and rectify the 
errors at different 
stages 


Effect on the Trial 

and Let.r 1 1 n 

ilethods cc rectification 


"V 

*W 


'fforence between the - Ability to display 
i, correct recob aid the effect of errors 
incorrect record, on profit and capital 



h in' 6 
on propage 


- Violence 

- Patience 

- Colon's ense 

- Practical 

- Cooperation 

- Analytical 


- Comonsense 

- Accuracy 

- Promptness 

- Patience 
*- Violence 

- Prudence 




II 



10# Reporting to appropriate 
accounting authority 


? 3 - 

- Proper authorities 

- Briefs regarding 
debtors, creditors, 
stock etc. 

(Deht-Schenes-age-wise) 


- Ability to prepare 
various reports in 
precise forms 


11 Mking and receiving 

parents 

11 (a)Payncnt tc Suppliers elc, As in 7 
(b)RecoMng cheques and drafts 

* m 


_- 

- Loyalty 

- Accuracy 

- Promptness 

- Patience 

- Honesty , 


12. Helping accountant in 
the .preparation of budgets, 
Pinal Accounts etc. 


i 

13. Preparing' Bonk Guarantee 
and establishing letter of 


- Knowledge of .purchase Order 
1,0 form etc, 


Credit 




) 
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JOB: BOOK KEEPER 



4 


5 


f* 


1. Receiving and Arranging the - Documents, their format, - Skill in arranging 

documents (Bills, Touchers, Bills, invoices, Accounts documents 
invoices, etc.) sale, etc, - Practices in 

preparing Bills, 
invoices etc, 


- Accuracy 

- Eeatness 

- Efficiency 


- Skill in checking 
accuracy 


2, Entering the Accounting 
Transactions in the 
proper hooks of Accounts 


- Various books of Account/ 
Principles cf entering 
accounting transact lorn 
supporting'vouchers 

- debit note, credit note 
etc, 


- Practices in making 
entries 

- Practices in preparing 
relevant vouchers 



3, Totalling and balancing 




-.Books of Accounts Simple 
rules of arithmetic, 
knowledge of closing the 
different Accounts 


. - Skill in arittatical • -do- 
calculation 

- Practices in closing 
the Accounts - Promptness 

- Judgement & 

- Commonsense 


4. Preparing the Trial 
Balance i 


- Trial Balance, Credit - **°ctDv>s -in 
balance, debit balance, preparing T/u 
format of Trial Balance 


- A-^LUu-ujr 

- leatness 

- Efficiency 


5. Piling the documentary 
Evidence 


- Bpcunents, filing procedures 

- Skill in filing 


- Promptness 

- Common sense 

- Judgement 




6, Operation of calculating - functions and types of - sjd.ll in'operating - Accuracy 

machines calculating mchines ccalculating machines - Efficiency 

7, Preparing debtors' and - Contents of Debtors and - Practices in Preparing 

Creditors' Statement Creditors' statement the statement - Accuracy 

- Efficiency 

- Promptness 

' - Comonsense 

- Judgement 

8, Preparing property schedule - items in property - Practices in preparing 

schedule, depreciation property schedule -do- 

format of property schedule 


JOB; IfflSBR Cffil/im KEEPER 


1. Receiving jjiills etc, 

- negotiable instruments 
sale and purchase 
documents, touchers 
for income and 
expenses 

- examining the 
documents 

- Efficiency 

2, Ming entries 

- ledgers and its uses 
and rules for making 

entries 

1 

- To make ledger 
posting 

- Efficiency 

- Accuracy 

3. Calculating iiterist 

- methods of calculating 
interest 

- To calculate 
interest 

- Accuracy 

4. Ascertaining balance 

- methods of striking 
balances 

- To ascertain 
balances" 

Computation 

- Efficiency 

- Accuracy 

■L x 

5. Operating calculating 
machines 

- functions and utility 
of calculating machines 

- handling calculating 
machines 

- Efficiency 

IM 



ft < 


5, Operating calculating 
nachinos 

6, Attending to Customer 
enquiry relating to 
account 


7. Preparing extracts 


8, Preparing Abstracts 


- functions and utility of 
calculating machines 

- sources of information, 
inf omation which should 
not be disclosed 


-do- 


- preparation of 
abstract statement 


- handling calculating ■ 
machines 

- extracting of inforaa- 
tion from the ledger ■ 
aid presentation 
thereof 

-do- 


- preparing abstracts 


JOB: (IriSHIER/CASH CLB1/CASH COM CBM 


I. nakina & receiving payments 
, a) receiving cash at ■ elements of accounting 
. the counter currency denominations 

b) receiving cheques etc. jjgtrments 

* crossing) endorsement 

thereof, postal 
remittances 


- Skill in counting 


- Ability to 'detecting 
counter feit notes, 
coins etc, 


I 

\ 


c) Payment il wages etc,- Payroll contents, T.A, 

D.A. rules 


- maintenance of pay 

- roll registers 
mathatical disburse¬ 
ment 

- examination a£ bills 


Efficiency 

Courtesy 
Cheerfulness 
Good speech habits 


Promptness 

Neatness 

-do- 


Patience 

- Promptness 

- Accuracy 

- Acceptance of 
responsibility 

- fudgnent, 

- Common sense 

- Efficiency 

- Following 
directions 

- Efficiency 

- Neatness 

- Accuracy 

- Courtesy 

- Efficiency 

- Alertness 




i 




* ft " *1 ft m » 

d)payment to supplier etc. 

f 


e) counting ccsh and 
tallying with the 
daybook/cash book 

f) issuing receipt 


g)obtaining receipt 


h) keeping cash in cash 
•chest etc, 

i) depositing noney 



withdrawing noney 


! 


k)operatin’ calculating 
•machines 



# ' " 

- nodes of payment - preparing cheques - Accuracy 

from vouchers - Honesty 


- elements of 
accounting currency 
denominations, 
coins etc, 


- skill in counting" - Accuracy 

- ability in detecting - Honesty 
counterfeit, notes, 

coins etc. 


Proforma of receipt, - ability to prepare 
rules regarding receipts 
affixing of stamps 
etc, 

sane as in (f) above -ability to exanine 

validity of 
receipts 

operation of different-operating cash chest 
types of chests etc. strong room 


- Acceptance of 
responsibilit; 

- Promptness 

- Judgement 

- Commonsense 

- Dependability 

- Honesty 


elementary idea of - preparing pay-in- - Neatness 

working of treasury, and slips, challans - Accuracy 

banks,' documents, " and documents 
used in connection with 
depositing the money. 


- same as in (i) above - same as in (i) above -do- 

- crossing & endorsement 
of cheqtips/dwmaud 
drafts 

.L, -k* 

- different types of - ability to operate’ - Effielency 
calculating machines calculating 'machines 

and their operation 



2 


1] exchanging soiled notes - procedures for exchanging - Practice of filling ■ 
from banks soiled notes, proforma m the proforma 

2, Mainta jjnlM jfcordsj f _ 

(iosh -m sections 

entries of cash, - rule? .regarding,dehit and - making entries in - Punctual 
Hions credit different heads of the cdsh hook 

account; single, double and - Accuracy 

triple column cash book, 

- Honesty 

b) lurking entries cf valuables - contents of valuables - making entries in 
rcicotired register ttle re ? ister ' d0 ' 


a ping 

fvihn 


c) totallinc/briancirig -same as in (a) above - arithmetical - Efficiency 

J location of errors and calculation 

their rectification. 

d) Preparing daily statements - receipts and payments - ability to prepare - Efficiency 

statements statements of 

receipts and pay- - Accuracy 
icents. 


a) sending paid in vouchees 
to ledger clerk, 


- clarification of diffe- - arrangement of 
rent types of vouchers, vouchers for des¬ 
patch and taking 
follow up action, 


- Efficiency 
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* 0 w ■ ^ 6 ■ ^ 

l # - rt 

f) rendering periodical -sane as in (d) overleaf - same as in (de) overleaf same as in (c 
• statements ..... 

fi) assisting accountant in -banking bank reconcili- - ability to prepare bank - Following 
- the preparation of Bank ation statement reconciliation directions 

reconciliation statement statement, - Accuracy 

- Efficiency 1 



a) Advancing imprest money - imprest, system, 
. and keeping its records petty cash book 


- checking the totals - Efficiency 

aid balancing of - Cooperation 

the petty cash book 


b) Reimbursing money to 
. petty 

Verificationof petty - same as in (a) above - same as in (a) above -do- 
cash book entries 


JOB: CO ST OIM/COS1 ASSISTANT 

- documents used in connection Writing the - Efficiency 
with the receipt and issue stores ledger 
of stores, methods of 
pricing the issues, 'procedure 
for making entries in the 
stores/ledger 

2. Preparing abstracts - method of preparing - calculating material -Accuracy 
and reports material abstracts, wages cost and wages 

analysis sheet 


1, Making entries in the 
stores ledger 




1 
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y, Preparation of overhead 
statements 

4 . Computing labour hour 
rate, machine hour rate 


5. Provident cost 
statement 


6. Assisting coating 
departments 

f # 

7. Presenting tabulated 
data 


7(a)Preparation of integrated 
• -Coat & Financial 
Statements 

* 

8, Preparing simple 
marginal icost statement 


9. Operating calculating 
machines 


noateoater," primary + 
aeoondarydistribution 
of overhead 


_X____i_ 

- calculating meterial 
cost and wages 


- Accuracy 


- absorption of overheads - preparation of distri- - Accuracy' 

different methods bution Summaries - Efficiency ■ 

allocation of over-heads, 
computing labour hour/ 
machine hour rate 


- element of cost, cost * - preparing cost sheet - Accuracy 

sheet, statement showing - Efficiency 

profits 

- same as in (5) above -do- -do- 


- classification of different - preparing table - Accuracy 
items of cost and their - skill in presenting - Promptness 
treatment data - Following 

directions 


- Integrated system - preparation of control 
of cost anf financial accounts 
accounting 

- fixed + variable * - preparing marginal _ 
expenses marginal costing cost statement 

aid marginal cost statement‘ ca j- c ^ a ^^8 ■' r ^° 
marginal cost equation ar ^ ^reak wen P 011 ^ 
P/V ration, break even 
analysis 


- Accuracy 

- Efficiency 

- Analytical 
approach 

- Accuracy 

- Commonsense 4 
Judgement 


- functions + utility of 
calculating machines 


- handling the calculating - efficiency 
machines 






JOE: AUDIT CLERK/AUDIT ASSISTANT 


1* Examining documentary evidence 
to order to determine its 
authority, validity and 
awuracy 


- different business - identifying the ' - Tactfulness- 
documents accounts and valid judgement 

documents - Analytical 

, - Honesty 


2, Chocking arithmetical 
accuracy of Accounts 


)> Verifying the titles 
and physical existence of 
fixed assets, 


4. Ensuring proper 
distinction between 
Capital and Revenue 
itcfls/deferred exp, 


Trial Balance and - Preparation of Trial - Impartiality 
dual aspdct of each Balance • - Patience 

- Vigilance 


- Sound 

- Commonsense 

- Ability to 
maintain secrecy 

- God handwriting 


various fixed assets- identification of 
and title documents the fixed assets 

and coffijartog'the 
, same with their 

corresponding 
amounts in the 
Balance Sheet 

Identifying the 
nature of Capital 
and Revenue items 
and their effect 
on the profit and 


and 

Revenue items 

m 

Mfered expenditure 


Communicative 

Skill 

Smrtfiess - 
Practical 


5 1 Ensuring compliance with 
the statutory requirements 
[l/l ESI, ISI, Audit 
Report) • 

6, Detecting the errors and 
frauds and getting then 
corrected 


- Different,statutory - Ability to abjde 
requirements by the statutory 

requirements 


as given above 

1 


. Correct entry cf > ability to record -do- 
the transaction- • correct entries 


/ j 


I 










i i 


balancing techniques 


various types of 
errors 

effect of each error 
on Trial Balance 


■v 

1 


ability to digting 
uish between ■: v 
correct and 
incorrect records 

ability to elininate 
the net effects of 
incorrect records 


?. Reporting to the 
appropriate authority 
rotprcUn.j truth nnd 
fairness of accounts 


81 Providing assistance in 
interpretation of figures 


- procedure for 
rectification at 
various stages 


- possibilities of 
onissions 

- appropriate 
authorities 


■ ability to detect ' 
the emitted lumibHjlon 
through various 
chocks. 


- ability to mite 
the reports 


- report writing „ 

- true and fair view 
about-thc accounts 

- principle of 
disclosure 


- ratio analysis 


ability to judge 
what is true 
and fair about 
accounts 


- to detect undis¬ 
closed accounting 
info mat ion. 


- ability to find 
out different 
ratios 


- taunicative 
shill 

- Snartness 

- Practical 
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) _ * * 11 * ^ 

i 

9. Umlcrtnklng Investigations - investigation - ability tc interpret 
f’jj'l preparing reports thereof, techniques and draw inferences 


- scope and'subject 
of investigation 

- period of * 
investigation 


- ability to investigate 

- ability to'write the 
investigation reports 


- reporting techni 
pes 


- ability to read between 
the lines 



implementing 



- need aid importance- ability'of -carrying out - Communicative 
of the programme the audit appropriately. skills 

- Smartness 


- stages of undertak- ability to prepare the 
ing audit audit programme in 

programes detail 


various vouchers and' ^ «?«“ tlie 

—««■ 5LS 


- procedure of 
conducting the audit 


Practical 


programme 

- various stationery 
items needed during 
audit programme 

i 

- need and importance of 
audit notebook 


- the contents to be 
noted in the notebook 




1 



1 _£ 


11, Halnt'dniu,; an audit 
nutolock and working 
p’lpcra 

- the contents to he noted 
in the notebook 

- noting the key points 

- making use of the 
various working papers 

- Communicative 
skill 

- Smartness 

- Practical 

12, 0 induct in-: Test 
dheks 

- Test checks 

- ability to undertake 
test checks 
effectively 


13, H ul;, in, the external 
'luditere In the 
abevu mttoru 

- All accounting records 

- ability io furnish the 
’ ’required information 

-do- 

14, KsV|(;win ( > the cystous 
uni procc Hires for the 
l-urchsc, storage and 
issue of natoriels 

- different systems and 
procedures of purchase 
coverage and issue, 
followed by the 
organisation. 

t 



- established systems and 
procedures for purchases 
storage and issue of 
material 



15, Ensuring nininun 
nortial wastage and 
elininatlon of 
ataoroal wastage 

- standard quantities of 
material required for 
different props' 

| 

- ability to detect 
the extent of 
wastage 

_ _ 4- J- 

-do- 

/ 

16. touring jorefper 
distinction “between 
wastage, scrap, 
defectives, seconds. 

1?, Jfaatoing that thd 
ahnorn&l wastage is 
properly treated in 
costing 

- knowledge of wastage, 
scrap, defectives ?nd 
seconds* 

- effect of abnormal! 
wastage on total cost 

- ability to identify 
these categories and 
to "evaluate them 
suitabily. 

ability to treat the 
abnormal wastage such 
that total cost of 

-do- 

-do- 

! 




I 




18 * introducing’suitable - internal checks 

internal checks in purchase - effects of such checks 
of stores and issue procedures 


19* Reviewing the systens and 
procedures for hiring and 
coupcnsftin;; the labour 
force 


- hiring procedures and 
,'systens 

-Isystens of wage payment 
-Iincentive plans 


if 

- ability to assess the - CoiMnicativej 

suitability of the skills 

systefis'ar 1 procedures - Smartseas 
for hiring -fracticals 

4 ability to assess the 
suitability of the 
systens and 

procedures for -do- 

hiring 

-ii 

- determining the 
appropriateness of 

the systens of -do- 
wagenent and 
Suggesting 
improv,ements 


20, Suggesting steps to 
oljjniuate abnormal 
wastage of labour 


21, Chocking the tine- 
booking and tine-keeping 
records 


effect of abnormal 
labour wastage on total 
cost 


- tine booking 

. tine keeping devices 

- standard tine 
requiments 


- ability to treat the 
abnomal labour 
wastage such that the 
total cost of 
production is not 
effected 

- ability ts use the 

tine -keeping devices , 

- ability to eonpafe 
the time bookedlrith 
the standard time 
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7h Ikiaurin * unxfnun utilisa¬ 
tion • f ?liv\ C f 


types of costs, i.e, fixed, 
variable and seni-variable 


- ability to reduce the 
fixed cost to the 
nininun'for unit of 
production 


«do- 


* 




tut in/ the validity 
Ic’unduos) tif the 
intern 1 controls* 


suggesting mxinun 
use of the installed 
capacity 


" (a) different systons of 
cost accounting 

" (b) characteristics of 
sound systons of 
internal control 


- (a) ability to assess 

the cost undor _ C 1 0> _ 

different systons " « 

i 

- (b)ability to tost 

and inprove upon the ^do- 

internal control 
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j 0 J u '-A w W i JJ ,, j 

4 , COURSE OBJECTIVES: ACOOUMCT JD ATOMS 

I. Cognitive Objectives: 

V * m i 

1 . Various ccncopts, principles, practices and procedures of Accountancy 4 Auditing 

2 . Various books, records, documents and,vouchers basic to accounting activity. 

3 . Various returns and statements prepared by the accounts department .from time to time, 

4 . Negotiable instruments and banking practices relevant for maintaining books of accounts. 

/ 

5 . Costing principles and techniques 

II. Skill Objectives: To enable the students to attain proficiency in: 

1 . Writing cashbook and other daybooks, journal proper, lodger etc. 

2 . Preparing final accounts, reconciliation statements, and otter returns and 
statements. . 

3 . Preparing various cost statements - presentation of costing information. 

4 . Carrying out audit work such as detection of errors and frauds, preparation of 
audit programme, maintenance of audit notebook, working papers and other records, 
evaluation of internal controls, verification, valuation and vouching. 

III. Personality traits objectives: To enable the students to inculcate personality traints.liko:.. 

- Accuracy, efficiency, neatness, promptness, judgement and connonaonao, 
analytical ability, courtesy_ 

- to enable students to appreciate that the accounting structure is based on 
some definite principles which have general applicability, 
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5. STUDY JP mil SCHEME 


ME 01 'THE PAPER INSTRUCTI0UAL 

HOURS PER WEEK 

_ (EOR 52 weeks) 


111 MUM 
MARKS 


CLASS XI 

M *■ & 

1. Financial Accounting I 


100 


2, Eleuentf of Costing 7 


100 


3, Financial Accounting and 
Costing (Practlcalsj 


7 



ICO 


CLASS III 

1. Financial Accounting II • 7 


2. Auditing 

3. Final Accounting & Auditing 
(Practical) 


7 

7 

21 


100 

1000 
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6. COURSE CONMI 
PAPER I ! PmCIAt ACCOIMMS I 

0k 

1* Book-keeping and Accountancy - meaning, need, and importance, terms used 
in accounting of business transactions, elements of double entry system of 
book-keeping, Accounting equation, Accounting cy c i e . 

2. Rules for Journalising - types of accounts, rules for debit and crodit, simple 
and compound journal entries. 

3r The Lodger - utility of ledger, types of ledgers, posting, balancing of account. 
4. Banking transactions - opening of bank accounts and their operations. Bank 
Gaurmtee and Letter of Credit. 

5* Cash Book - utility of maintaining cash book, types of cash book, single column, 

double column and triple column cash book, petty cash books. 

6, Bank Reconciliation Statement - reason of disagreement of cash hook and pass book 

\ 

balances, preparationof reconciliation statement. ' 

1* Bills of Exchange - terms used in connection with bill transactions, drawing and 

~ * k 

accepting, endorsing, honouring and dishonouring, noting, renewal, retiring/other 
negotiable instruments: Promissary Rotes, Hundies. 







8, Other b. tike f,f original record - Sales book, purchases book, sales return book, 

jJUrch'Xt. return book, bills receivable book, bills payavlebook, Journal Proper. 

'), Ihv Tri'i Bal'ijjco - Hoaninc and need, nethod of preparation. Errors and their 

♦ 

nctificr.tlT, the Suspense Account, Distinction between Capital and Revenue it ms, 


Deferred a urliturc and closing entries. 

/ v 

Fin'd Ar'cunts - Manufacturing;, Trading and Profit and loss Account, Balance Shoot, 


if * W 0 f,. * / 

(b i 4 Oil v 


if 


wdjrtunta - expenses and inconos due/prepared, doprociatim Jrovisions and reserves. 
11, Conai rr.uit accounts - Consi-Tior, consignee, Proforna Invoices, Account Sales, recording 


•jiay trxsictirns including that of goods returned, aavancos from consignee, 
i'aiocUn. neml less and abnornal loss. 


12. ucc ait 


yi 


and Average Duo Date 


IM II: ** 


C0S1BG 


4 *$ **4rtf 
1V VI JL^UiA • 


laitntK f Cost ini’ - Objectives and advantages, elements of cost, distinction between 

ircct 'aid Indirect cost, _ 

•urohaso and stores, Purchase Requisition, Selection of_Source, Purchase Order 

■>«"n- i ifr'-'" "i ,m : 

(!»«. a stock tool. tat». “”*«>- Mei ' t “ J M}xim ot 
Urn ot M «, cord, pri^ - W- ** ™ ^ 

dii .*or„ um iww I “ t ”' “ Bl ' ttotrat “ Msrta1 '"**• 


I 
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2 . Perfuming through practice sot activities covering - 

Preparation of trial balance) and final accounts, passing adjustment entries 
and preparing bank reconciliation statenents, 

3* Calculating cost of labour and naterials with the help of a practice set-consisting 
of infornaticn like opening balance (stock), material purchased, closing stock, 
normal wastage, scrap and idle tine, 

■ #M 

4, Preparing cost 3 hcct with the help of a practice set-comprising of all elements 
of cost, 

5 , Denonstreting calculation of p/v ratio and its application in various situations 
on the boils of practice set, 

s * - *. w 

6 , Procedure for exchanging the soiled currency notes. Pilling the profoma for this purpose. 


SYLkBUS POR CLnSS i- III 
PAPER I - gg/JfOM AOCOWIM 

i* -» 

Jfl * 

1, Accounts Erar inccnplotc records - ascertainment of profit by preparing statement 

l 

of affairs, conversion into double entry, final accounts from incomplete records (simple 
oxcorclsos), 


2, Accounts of non-trading concerns - Receipts and Payments Account, Income and Expenditure 

n ™ 

account, Preparing Incone and Expenditure Account fron Receipt & Payment Account with simple 
adjustments, 





3. Partnership Accounts: Fixex and fluctuating capital accounts, distribution of 


profit, 


wlnission, rctironcnt/doath of a person: - treatnent of goodwill revaluation of 
assets me’ liabilities. 



Unit - IJicaning and Heed of auditing: Scope of Audit, Principles of auditing, Procedures of 


auditin; 


Unit-Ill Objects oi audit; detection, and prevention of errors and frauds, Classification of 
errors and frauds. Distinction between auditing and accountancy, and Audit and 
Investigation. 


Unitrlll: Qualities of an auditor; .duties of an auditor, classification of auditors; 

continuous audit, periodical audit, partial audit, interim audit, internal audit, 

*•* 

external audit, Statutory and compulsory audit. 





Vn!l»r/i Conduct cf ".u lit; preparation for audit; audit programs, Audit notebook, Working 


;ur;-; 


Ur.it-Vi InUnr.l Controls; ncaning and objects; Internal check - noaning and objects; 
Ena.r.iiak <i i: ;ootl internal checks, duties <f auditor in regard to internal 


M iF 
U „ ' « | 


■hecks, Precautions in lest checking; 


I.U4I: i;, It,tti .1 .m lit - noaning and definitions objectives, linitations cf internal audit; 


:Tr<nee be 


Internal check and Internal Audit; 

Ur;It»VIIj7 u -.U; ■: nctningand definitions, objects of vouching; Vouchor; Essential steps for 

* wm 

h . 

v udtijnVouching of cash purchases & sales, capital and Revenue expenditure and 


ir.a U‘, M>f other 




a k Valuation cf Assets & liabilities: 

),*,. v tv. .y objectives of verification; procedure of valuation & Verification; 

db > 

Vt.rlftrli.ns of dtfforats assets such as - nachines tools, furniture, work in 

Goodwill, Instructs, land & buildings; Gash a Bank balances. Inventory 
receivable credits, Bills payables, loans, outstanding expenses. 
Unit-H: Ciat ,.udit! Hraninc mi - lifIeMce tottMnflMKial rniit mi tort anfiit; 
.lioUtloc of o tort OH# * »' «* 1-1(1 COst auilt 


Ul U 1 '*!): 


igt audit and report. ... 

Hfjji 

unites ^ ^ cs of taTCStiGati011 ’ lQTGati ^ ion Eoport 


jj i 


i 





Unit-XI: Audit Eoport: Moaning & Objects, types of reports, 

i 

PnPEil III: (2nd Tear) PINJCLI nOCOUMO nHD j>irDIMS(Prn.cti , m1 H ) 

1, Acquainting the students through demonstration ancl practice of different types 
of accounting cash registers and calculating rachines. 

2, Praetjeals designed to differentiate between capital and revenue expenditure fron 
a list of expenditure, 


— -* * Jy 


% Guiding students in preparing an audit program), 

4. Preparing debtors' and creditors' schedules and schedules for assets and liabilities 

* _ 

5. Preparing Inconc & Expenditure accounts and receipts and payments accounts with the 


help of a practice set, Covering incone and expenditure accounts fron Receipts ancl 
Payments Accounts and vice versa, 

6-ff Guiding students to study annual reports of sono conpanios with a view to calculate 

t 

profitability, liquidity, debt-equity ratios and interpretation thereof, 

1 , Providing practice of filling in Incono-tax returns, Sales lax returns etc. 

8, Provi/in ■ experiences in filing, indexing and office noting, 

9, Two to three weeks attachment with a business firo/orgonisation for exposure to 


practical environnent and work, 




7. BOOKS RECOMMENDED 


1 

AOCOUMCY ; 

U T*S. (rrowal - Antrocluction to Accountancy, Sultan Chon! - Delhi. 

2. JJST.Vaish - Principles of Accountancy Vols I A 2, S.Chan' 1 & Co, New Delhi. 

3* Krishan - Elements of Accounts and Business Arithmetic, Newton Publishers, Now Delhi. 

Kalyanks ry 

4. SJUlahoshwariJ- Principles of Accountancy, Arya Book Depot, New Delhi, 

5* Dr.Bilbir Singh and S.K.Bhatia:- Adhunik Dokha Pranali Parts 1 & 2, Cfeeta Publishing 
House, Now Delhi, 

6. A,N, Aggarwala - Principles of Accountancy, Kjtab Mnhal, Allahabad. 

ELEMENTS OP COSTING- 

1, Maheshwari & Mittal - Elements of Cost accounts, Mahabir Book Depot, Now Delhi. 

* ) 

• 2. A,K. Saxona - Layat lokhankan,Sultan Chanel, New Delhi. 

3. Narang a Schgal - Cost Accountancy, Sonairjn Publishing Company, Bombay, 
iiUDITHQ 

1, J.B, Batliboi - Principles and Practice cf Auditing, The Standard Accountancy 


Publishing Pvt. Ltd,, Bombay. 
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2t lorry ob Taylor * Principles of auditing 

t 

Jf Kami Ifopta - Contemporary Auditing MeGraw Hill India ltd., Bombay, 

* 

4* BJMandcn - Principles of Auditing S.Chnnd 1 Co, ltd, lew Delhi, 

5. 2*PAhoshwari A D, Singh - Principles A Practice of Auditing, Pitanbor 

Publishing House, How Delhi, 

6* IX Sharna - Auditing, Saliitya Dhawan, Agra. 

ft Do Pai^la - Principles of Auditing 
» 


* Those bonks 


aro noaft for teachers. 






8. ACADEMIC SUE aMTMfflT 


0 

BIJW aMMUT: 2 Pull tine lecturers 

2 Part tlnors who are to he drawn fron tho field. 
.Qualifications \ 

M.Con with Adv.Accountancy and Auditing atlcast upto 

B. Con. 

< 

OR 

C. .jL./I.C f ¥. i wA.C.S. 

Part timers should he persons from field of Accounts/ 

Practising C*ii*/l«C,W,iu/C.A. Inter 
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9. 8MP MJIIBif (Intake: 30 Students) 


2 

Area in n 


1. Two Class rcons 

2 

each of 50 n 

100 

2. accountancy lab 


60 


Totals 

160 


iM 40 $ 

64 


Total Space; 
Say: 

~24 . 

225 n' 


Plus connon facilities such as lecturers 1 Cabins, 

! Students' Connon loon, Audio-visual Roon, library and 

c 

Read in;; Room and Office. 
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1 . Tables <1 Chairs for students - For class roons : 60 

For laboratory : 30 


l* Teachers 1 Tables u Chairs 


A 

6 


3 


3, aisle far. Olassroons <J lab, 

4, (a) Class Board noasurlng 

4n x In in the lecture 
halls and the lab to be 
fitted with one panel 
noasuring In x In with 
Graphs, 

t 

(b) Bulletin 0 Boards 

5, Cheque; writing machine 

l 

6 , Pocket calculators 

7 , Desk calculators 


3 


: 3 (costing Rs.1000 each approx) 

1 

30 (costing Es.1000 each approx,) 
10 (costing Pi,2000 each approx.) 


8, Filns/Filr strips on accountancy 

"" m* 

9, Material: lodger loose leaf (Kalanzoo binders), different 

Pay-in-slips, Bank Pass books, P.P. Pass Books 
Incone tax Returns, Seles tax returns, Ready 
rcckenors, file covers, ruled end plain sheets, 
pencils of different colours .(overhead Projector, 

Filn Projector, Hannol Board, Chalk Boards, Busters etc,), 



